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nmitemm IDS* Deputy Director {Intelligence) 
STOJlCTs Paperwork Management frogram 


It The Director has asked me to bring to your attention 
certain natters on paperwork management in your area, and to 
assist you la applying the pertinent recomjaendati ona unde by 
th® looser C ommi ssi on« 

2 S The Hoover Coasaisslon ftrport emphasises the tremendous 
eatings which axe possible by mooing inactive records from 
active office space to leas expensive records center facil- 
ities# A review of the volume of inactive records in the 
Agency fccorde Center indicates that Itl »9% are from the H>/l 
area# This r ep r e sen ts substantial progress. It has been at* 
gained by the splendid cooperation which officials in your area 
have given to the representatives of the Management Staff who 
have been assisting in your records management problems,, Even 
greater progress can be realised if persons designated to carry 
out records management responsibilities could be relieved of 
collateral duties# 

3# Bs eords disposition is only one of the ways in which 
we eon improve our paperwork management program# Equally 
important are proper controls over records creation and records 
m ai nt e nanc e through active forms, repents and correspondence 
programs, and uniform filing ay stems and procedures# These 
programs will provide a well integrated system for carrying out 
good management practices* 

k* the facilities of Management Staff are available to 
aasist you at any time in carrying forward year program of 
pa pe r w e a k management# Please advise me of the best way we can 
assist yon* 


£.« s. wans 

Deputy Director 
{Support) 
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